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NEW FACES
Please join us in welcoming some new team members:
Marian Pereira - Technical Advisor @ Technical Publications. Marian joins us from Matthew Bender &
Co. where she worked as a Publishing Operations Intern.

Marc Alan Hyman - Technical Manager @ Taxation. Marc came to the Institute from The George
Washington University where he worked as a University Tax Accountant.

NAME CHANGE
The (Washington) D.C. Institute of CPAs has a new name. It is now the Greater Washington Society of
CPAs. The address, phone numbers and fax numbers will remain the same.

PAYROLL NOTES
Holiday time means shorter schedules for processing the payroll, year-end items and changes for the nev
year. All attendance for the next few weeks must be submitted to Human Resources no later than Frida
afternoon of each week. The Payroll Team would like to take this opportunity to thank you for your
cooperation and support and to wish you all happy holidays.

401(k) PLAN SEMINARS
Learn how to make the most of your money. The remaining schedule for the Schwab 401 (k) Plan
seminars is below:

Date
Friday, Dec. 13

Time
9:00
10:30
12:00
2:30
4:00

Last Name Begins With
PAI-RIK
RIV-SHU
SIL-VAZ
VEG-ZEN
Open

**Please note that all the above seminars will be held in Training Rm. A/B in Harborside.
And the remaining schedule for the Flexible Spending Account seminars is as below:

Date
Monday, Dec. 16
Monday, Dec. 16

Time
9:30 -10:30
11:00-12:00
10:00 -11:00

Location
Training Rm. A/B in N.J.
“
”
“
Conf. Rm. B in Washington

If you unable to attend information will be available in Human Resources. Last, but by no means least: the
deadline for submitting 401(k) and FSA forms is December 18. The forms should be sent to Kimberley
Hines in Human Resources. Please read instructions on the forms carefully. Incorrect forms will be
returned to you.

A PRESENTATION SKILLS COURSE
What is it?

Were you recently asked to speak for a large audience of people that you don’t know? Do you need to
get ready for your first presentation before the board? Are you dreading your next presentation because
you recently received feedback that your last big presentation needed audio visuals or “something” to
make it more interesting to the audience? Well if you are like most people, you will first panic. After your
initial panic, you might decide to sign up for our Presentation Skills course.

This one day Presentation Skills course covers strategies for helping you to prepare for the big day. You
will learn how to plan your presentation, develop your opening attention grabber, how and when to use
humor and learn to add audio visuals that reinforce the ideas your audience will appreciate.
In this course you will have the opportunity to practice giving presentations to various size audiences in a
non threatening, supportive environment with future presenters.

Who should attend?
Any team employee who will be required to present to a wide range of audiences in the next six months
should attend this course. The course is geared for first time presenters as well as seasoned presenters,
who want to brush up on their skills.

“Presentation Skills” is scheduled for January 14, 1997 from 9:00 - 4:30 in Conference Rm. B in New York
and on January 21, 1997 from 9:00 - 4:30 in Conference Rm. E (also in New York). We have limited
space. Please sign up no later than December 23, 1996. Call Gaby Ulloa at extension 6180 to reserve a
place.

WHAT TO DO IF MOTHER NATURE SAYS STOP!
So it’s a winters’ morning and you’ve been beaten by the snooze button, braved some of the elements, not
to mention the MTA, the PATH, the tunnels, the tolls and of course that lovely “next train to Exchange
Place” sign at the World Trade Center. Why not save yourself some of the aggravation! There have beer
instances when the Institute has closed due to severe weather conditions. In the event of this happening,
the below numbers will have recorded messages advising of any changes in office operating hours.

For the New York office For the New Jersey office And in Washington -

(212) 596 6088
(201) 938 3858
(202) 737 6600

HUMAN RESOURCES WOULD LIKE TO....
Wish you all the best for the holiday season and a prosperous and happy new year.

FASTFACT: Howto reach us
Submit your news item to George McTigue in Human Resources via e-mail.

